UNI TED STATES MARI NE CORPS
Fi nanci al Managenent School
Mari ne Corps Conmbat Service Support Schools
PSC Box 20041
Canp Lejeune, North Carolina 28542-5050

AFC 0302
DEC 1999

STUDENT OUTLI NE

AUDI T DEPOSI T TI CKETS

TERM NAL LEARNI NG OBJECTI VE:

G ven deposit tickets and the reference, audit deposit
tickets to ensure accuracy and conpl eteness prior to
subm ssion for certification in accordance with the DODFMR,
Vol . 5. (3432.04.13)

ENABLI NG LEARNI NG OBJECTI VES:

(1) G ven a sinulated situation involving public funds,
subsidiary records, a calculator, and the reference, audit the
public funds for correctness prior to deposit in accordance
with the DODFMR, Vol. 5. (3432.04.13a)

(2) G ven a sinmulated situation involving deposits of
public funds, subsidiary records, a calculator, and the
reference, audit the deposits for correctness in accordance
with the DODFMR, Vol. 5. (3432.04.13b)

1. TYPES OF PUBLI C FUNDS:

a. Deposit Funds: Deposit funds are anmounts appropriated by
t he Congress and held in a general deposit fund by the U S.
Treasury subject to disbursenent by disbursing officers of the
United States.

(1) Al'l check paynents nmade by Marine Corps disbursing
of ficers are nmade under these deposited funds held by the
Treasury.

(2) Di sbursing Officers may make a check payable to
t hemsel ves to obtain cash fromthese deposited funds by the
use of an Exchange-for-Cash (D sbursenent) check.



b. Cash Funds: Cash funds when approved by the Comandi ng
O ficer may be held at personal risk, for making necessary or
desi rabl e cash paynent of payrolls and vouchers.

(1) Cash funds are only to be used when required for
of ficial disbursenents, that can't otherw se be paid by check.

(2) Di sbursing Officers not requiring cash or a | esser
amount of cash for official disbursenents will not maintain a
cash bal ance above what is required and will deposit all

excess i nmmedi ately.

2. TYPES OF NEGOTI ABLE | NSTRUMENTS:

Al'l funds received/collected by the Disbursing O ficer or
agents, which are not required for current disbursing
operations, and including all checks and ot her negoti able
instrunents, will be deposited with a general depository.
These negotiable instrunments are:

a. Cash

b. Checks

c. Drafts

d. Money Orders, Traveler's Checks etc.

3. FREQUENCY AND TI MELI NESS OF DEPQCSI TS:

a. Deposits will be made on a daily basis if the vol unme of
recei pts is $5,000.00 or nore.

b. If daily receipts are |less than $5,000.00, they may be
held until the total of all receipts equals $5, 000.00.

c. Deposits shall be made by Thursday of each week,
regardl ess of the anmpbunt accunul at ed.

d. Deposits should be limted to one per day. However, cash
and checks will not be conbined on one Standard Form 215 when
depositing with a Federal Reserve Bank or Branch. A separate
Standard Form 215 will be prepared for each. A cash deposit
and a check deposit on the sane day constitute one deposit per
day.



e. Deposits nade over the counter at commercial banks nust
al ways show the bank's business day at the tine of deposit in
bl ock (2) of the Deposit Ticket (SF 215).

f. All DOs in the U S. shall deposit Treasury checks in the
sum of $5,000 or nore with the nearest FRB or branch.

4. ENDORSEMENT FOR DEPOSI T:

a. Checks Deposited at General Depository: All checks,
drafts and noney orders in paynent of an obligation due the
United States, will be endorsed on the back of the instrunent
inthe 1 1/2 inch space along the trailing edge as foll ows:

U.S. (Component) DSSN 8190
For credit to the
U.S. Treasury

October XX, 19XX

(NOTE: THE DATE MUST CORRESPOND W TH THE BANK' S BUSI NESS
DATE. )

(1) Al l deposits nmust be acconpani ed by a Deposit
ticket (SF 215), and an addi ng nachi ne tape or other |isting,
showi ng each individual check and total anount of the deposit.

b. Checks deposited to Federal Reserve Bank or Branch:

(050202) U.S. Treasury check deposits in excess of $5000.00
and all cancell ed Treasury checks nmust be deposited with a
Federal Reserve Bank or Branch. They will be endorsed on the

back in the 1 1/2 inch space along the trailing edge as
foll ows:

00008190-6
For credit tothe
U.S Treasury

Netnher XX 10X XY



(1) The bl ank at "DSSN' should contain the Cash Link
| dentification Nunber, which includes four zeroes, the DSSN, a
hyphen, and a check digit.

(2) Al l deposits nmust be acconpani ed by a deposit
ticket (SF 215) and an addi ng nachi ne tape or other |isting,
show ng each i ndividual check and total anount of the deposit.

5. DEPOSI T TI CKET (SF 215) PREPARATI ON AND DI STRI BUTI ON:

a. General Know edge.

(1) Deposit tickets are 5 part, pre-nunmbered forns.

(2) The deposit ticket will be typed with an ANSI-OCR -
A 10-pitch type. |If unavail able, PICA 10 pitch should be used,
An undesirabl e, but acceptable type font is ELITE 12 pitch.
Specialty types such as adjutant, courier, script etc. are not
accept abl e.

(3) The Standard Form 215, Deposit Ticket will be
prepared as foll ows:

(a) Deposit Nunber: Each formcontains a 6 digit
deposit ticket nunmber. Although pre-nunbered it is not
necessary to account for voided or spoiled forms, nor is it
necessary to utilize the fornms in strict sequence.

(b) Date Presented or Mailed to Bank: Type the date
that the docunent is mailed or presented to the depository.
The date will consist of 2 digit single spaced groups in
nmont h, day, and year order, separated by hyphens and zero
filled for single dates.

(c) Eight Digit Agency Accounting Station Code or Four
Digit Disbursing Ofice Synbol: Type the nine digit CIN for
deposits to an FRB or branch, or the four digit DSSN for
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deposits to general depositaries. Entries shall be |eft
justified and singl e-spaced.

(d) Amount: Type the total anount of the deposit,
i ncluding cents. Normal punctuation of commas and deci nal
poi nts shall be used, however, dollar and cent signs shall be
omtted.

(e) Date Confirned by Bank: Leave blank. To be
conpleted after confirmed copy is received fromthe
depositary.

(f) Agency Use: This block may be used to enter
descriptive data regarding the deposit such as : Prepared by
: Verified by or Deposited by ; with the applicable

initials of the person who perforned these tasks.

(g) Nanme and Address of Depositary: Type the name and
address of the depositary to which the SF 215 is mail ed or
pr esent ed.

(h) Depositary Certification: Leave blank. The
depositary will conplete this bl ock.
(1) Depositor's Title, Departnent or Agency and

Address: Type the conplete mailing address of the disbursing
activity in this block. For the purposes of this period of
instruction the address utilized will be: Disbursing Oficer,
7th FSSG, FMF, Canp Lejeune, NC 28542-5050

(4) The original, depository, and confirned copies of
the SF 215 are submtted to the depository along with the
funds bei ng deposited.

(5) The confirmed copy will be returned after the
deposit is made and will al ways be submtted with the original
financial returns, however if the confirmed copy has not been
received fromthe depositary, the nemorandum copy will be
submtted to the DFAS as part of the original financial
returns.

(6) The agency copy is retained by the Disbursing
O ficer for his retain records, after inserting the confirmed
dat e.

PRACTI CAL APPLI CATI ON:



